ROSSAIR FAMLY PRACTICE

MEDICAL RECEPTIONIST  
ESSENTIAL CRITERIA:

· 5 GCSE at Grade A-C or equivalent (to include English & Maths)
· 6 months or more experience of working directly with the public in last 3 years
· Fully computer literate
· Working as part of a team
DESIRABLE CRITERIA:
· Experience of working directly with the public in busy NHS environment in last three years
· Experience of using EMIS/Docman
DUTIES:
· General medical receptionist duties to include answering the telephone, signposting patients appropriately, recording requests from patients on the computer, and dealing with general requests from patients
· Ensuring confidentiality is maintained at all times 

· Operating the electronic appointment system

· Dealing with actions and messages from the doctors (electronically and by other message media)

· Scanning and electronic filing

· Opening and closing the building

· Working a rota shift system and covering for other staff if required

· Operating the repeat prescription request line on a rota basis

· Handling incoming/outgoing mail 

(The duties outlined in this job description are not meant to be definitive, nor restrictive, and may be modified to meet changing needs).

